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' H2XRSSS 
PEHSOSHEL OFFICE 

1 October IS-’ 50 » 31 December 1551 


Concept 

The qpopetions of the P ersonne l Office have the ai» of eqalppi he, 
the Central Intelligence Agency vith e jaoprare of personnel ©dainistre- 
in keeping with the cortimlnf need obtain, develop end eaintrin 
mn effective working force to carry on the Agency’s objectives* The 
general purpose of the personnel program of the Agency is to contribute 
to affective g gn ageyent of the Agency's jd scion wheiever the utilisation 
nf its pa raonasO. resources arc involved* To realise this purpose, the 
Personnel office met operate as a strong at&ff unit to give spe ci a l 
attention to the developsaent, in terp r et ation and application of personnel 
pol ic ies , w*? met stimulate supervisory line officers to carry °et sound 
perso nnel policies objectively and efficiently* 

The organisation of the Parsons©! Office is patterned to wake it 
possible for the ?ersonr»l rirectcr and combers of his staff to assist 
in the forssulation and coordination of policies and procedures and to 
foster their application through continuous consultation with opereticf 
person ne l and through providing’ specialised advice and assistance* t 1th- 
in this genera l fnMKaii the Personnel Office develops staffin'’ objec- 
tives with operating officials; conducts a comprehcme&ve propra* fbr 
recruiting for all categoric# of Agency positions; ucdertfchss 

curof'-fl screening of applicants to ensure nost appropriate initial arcin*- 
neats ; is responsible for sponsoring ouch ii>-s©ryice policies end methods 



Approved For Release 2Oti2707nt) l : ‘aA-RDP78-05939R00020003001 7-7 



CIA-RDP78-O598#R0OO2OOO3OO1 7-7 


~~ ►. ' Approved Fee'Release 2002/07Z1 

j*. 

as trill bring about proper use of the skills and abilities of the 
persons already employed by the Agency; procures and assigns military 
personnel detailed from the Defense Department, and performs necessary 
administrative work resulting from those assignments; plans and adminis- 
ters programs for position classification and wage establishment} provides 
employee counseling and welfare services; furnishes personnel testing 
services; plans and administers nor.-operational skills training programs} 
performs necessary employment recordkeeping operations; donducta such 
personnel studies as are essential to support operating programs and 
\ represents the Agency in liaison activities with the Selective Service 
y System in connection with draft deferment problems affecting CIA employees, 
the Defense Department in connection with military personnel detailed to 
the Agency, the Faderal Personnel Council, the Civil Service Commission, 
the State Department, and the United States Employment Service with respect 
to matters of personnel policy and operations, particularly those relating 
to recruitment activities, and with the Bureau of Employee a Compensation 
in connection with compensation claims arising out of CIA employment . 

U* Shat Has Been Done 

There are summarised below the principal accomplishments of the 
Personnel Office during the report periods 

{1} Staffing goals reflecting actual personnel requirements 
were established and plane for personnel recruitment 
drawn to accomplish these goals. Expressed in numbers 
of new employees to be appointed from September 1951 
until June 30, 19 $ 2 , these plans establish the following 
quotas! 


- 2 - 


, k [\ H V ( \ 'N \ \\\ i 

, 1 > l. '> ^ - 

Approved For Release^20e«®iB5al^-RDP78-05939R000200030017-7 



„ Approved E^fcRelease 2002/07/10 ;.£IA-RDP78-0593«ft600200030017-7 

Sew Esployee 

,Ssa£s 

September 

October 

Roverafcer 

December 

Jamary i?52 

February 

March 

April 

Stay 

June 

Total 


fiseHstic programming to obtain the Agency 1 8 manpower requirements 
wf xjot (^/stematically and aggressively tackled until early sumaier , 
However, even prior to this time progress was made toward 
f illi ng vacant positions, as the following figures shows 


25X1 


October 195>0 

Kovenibar 

December 

January 1^53- 

Jfcbruary 

March 

April 

May 

June 

July 

August 

September 

October (estimated) 
November (estimated) 
December (estimai-ed. 


Chi Duty Strength 

25X1 


(2) The Defense Department has substantially increased the quota 
of military personnel detailed to the Central Intelligence 
Agency 
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The cel l i ng on the rauaber or such persons serving in this i 
Agency was expande d from! [ in effect October 1950) to ! \ 

« current total of | f \\ 

(3) The organization of the Personnel Office was completely recon- \ \ 
fttructed. The functions of personnel procurement and of clmssi- \ 
flcation and wage administration were centralized. The remaining } 
personnel services and operations were grouped under two units, j , 
oise serving covert organizational component®, the other serving j> 
overt organizations. In addition, a staff group was established 
to function as an arm of the Personnel director to assist in t \ 
carrying out effective, coordinated work throughout the Personnel \ 
Office, The mission of this special staff is to analyze personnel 1 
operations and evaluate results, acting as an internal auditor 
and comptroller for the Personnel director, as well as to carry ' v 
on studies into new methods. Since its inception in early summer 
1951, this staff has completed a comprehensive survey of the; 
policies, organization, and procedures relating to the recruitment 
of personnel for Agency positions? the personnel procurement activity 
ms subsequently re-organized in accordance with the staff's; findings 
and recommendations* j *\ 

I j 

{!*) Considerable pro press has been made in simplifying and standardize 
ing personnel methods. Uniform procedures have been adopted; for | 
many operations carried on in the Personnel Office which were j\ 
formerly performed through the employment of separate processes \ \ 
fey the two operating personnel divisions (overt and covert).; > \ 
These improvements have extended to applicant processing operations^ 
personnel transactions and recordkeeping; tasks, and the reporting ! | 
of personnel data. , j if, \ , 

(5) Problems and difficulties formerly experienced by the Agency in l \ 
connection with the need to obtain draft deferments or cancplla- \\ 
tiona of calls to active military eervice for reservists have been \ \ 
almost wholly liquidated through the working out of patterns of \ | 
liaison with the National Selective Service Headquarters and with 
the Defense lepartment. \ 


hi. m 


bean Done 


The rapidly expanding scope of the Agency's intelligence arsd opera-# 

* — ■■■ ~ f ( 

tional activities and commitments dictated an acceleration of personnel j 

operations to supply the correspo nd i n gly expanded personnel requirement s. * 

t t 

The need to strengthen the Personnel Office to respond to the Agency’s 1 
staffing requirements is illustrated by the following tabular summary of , \ 
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position vacancies in relation to authorized, personnel alloUmanta at 
various tines throughout the period i 


Total 

Authorised 


Per Cent 
of Vacant 


October 1951 
January 1951 
April 1951 
July 19$1 
September 1951 
In addition. 


Poaltions 



I I 

it vas necessary to develop a personnel organisation 


equal to the task e£ providing personnel support and services to cany 
on the Agency laisslon. In many respects the Agency personnel pro gran 
differs from the general pattern of Government personnel activity. Since 
the Agency ♦* positions arc accepted from the Civil Service competitive 


mtem, the recruitment process is desired to locate personnel through 
channels outsxce the Civil Service register system, Many- 0 f the cate- 
gories comprising the Agency position structure represent occupational 
fields unique to the public service. Trie sensitive nature of the Agency's 
* i#sion ^ the SBCur ity aspects involved contribute to -the recruitment 
problfflu The protective field of applicants is greatly curtailed ty the 
b*Slc requirements ugich must be observed before any individual my be 
sonsidered for employment. The couplet ion of personnel security check* 
involves so prolonged time lapses that many applicants accept positions 
elsewhere, thus nullifying a considerable amount of recruitment effort. 


- 5 - 
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Kb? candidates for employment are rejected for security reason** Such 
considerations as extra-haeardou® duty, proximity to potential enemies, 
lack of health and medical facilities, inadequate living condition*, 
absence of educational and recreational facilities, and unfavorable climates 
combine to make recruitment of adequately qualified personnel a difficult 
task. The results of current studies disclose that in excess of 30 per 
cent of the applicants for whom appointment processing is started fail to 
be hired either for security reasons or because of declination on the 
part of the applicants. 

I?* How It Ha* Been Bone 


All work connected with developing, locating, and drawing upon 
s o u rce * of personnel to keep the Agency staffed was consolidated under 
a single recruitment leadership. Where a total of | | employees had been 

allotted formerly to eerry on recruitment work, the staff was enlarged to 
comprise | | positions. In order to increase individual productivity, 

recruitment officers have been permanently assigned to prescribed geo graphic 
areas; generally their assignments require concentration on specific occu- 
pational categories or individual Agency organisational segments* haw 
sources of recruitment are developed on a continuing basis. At present, 
the register of such sources (which acre regularly contacted for general or 
specific recruitment needs) comprises 615 colleges and universities, 135 
vocational and trade schools, S&Q trade and industrial establishments, and 
250 other 'activities ( gov e r nme nt agencies, former OSS officials, etc.). 
I ndic ative of the enlarged recruitment activity is a comparison between 
the number of applicant files set up during the periods November lSh9 
through October 1950 and November 1950 through October 1951* 


— 6 — 
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SteveiQlber X9k9 - October 15*50 
Noeeaber 1£5Q - October 15-51 
V, fehare fee Once stood 

/; 

In the past the else -of the Personnel Office in the Central Intel* 

l '■ 

Ut«nc# Ajpuey has general .ijr reflected & concept of personnel iwiuifettent 

ee « Ha l t ed service function, eatisting primarily to locate workers end 

/. '' 

to process employment papers. honever, ever, to operate in this limited 

f " \ 

w5»» tt» staffing, of th# - ereojenel office had not been adequate to cope 

with the denande resulting frost U& tatp&ncing character of the Agency*® 
organisation. The skeleton staff of personnel technicians had teen so 

preoccupied with day*t#j»day operating pressure c that little^ if any, atten- 

./ 

!> | v ; 

tion was devoted to ^rfonain* those functions «iieh cosprise a truly 

constructive personnel ^ofc. 

1 . ! 

VI* Vbare fee How i'tand \ \ 

J. Jjeirm-nr.r • • > mmmm I <mn t -rrmmr P 

Actual appointments per month arc :,ot yet equal to the wcafthly 
quotas eat by the iersojakl office# However, when full productivity is 
ob t a in e d freas. the- present!, corps of recruitment -officers (asst of whoa 
taut baeu newly employed lW the i geucy) these goals should be substantially 


red 


i# so that by the dajic. of the current fiscal year most of ; the 

i I* 

currently existing positlaA vacancies, as well as those resulting treat 

Ti . i 

easployee turnover, should £j» filled or coimitted. In a. ditiory the other 
activities and operations of the Personnel Office te c Icon staffed so 

Is 

ft; 

that they can be .actequately ^jearsd to the expanded, rocraitacnt progress* 


25X1 


VII, Hbat TSanalng To Be fore 
Mb the Personnel 


i 


succeeds in obtaining personnel in 
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adequ ate numbers to meet the Agency*s personnel requirements, considerable 
work remains to be done to shape a program of sound personnel management 
wi thin CIA. It is re corniced that effective personnel recruitment cannot 
b# ca rried on in the place of continuing and systematic in-service place- 
nest work to ensure the best use of employees* abilities and capacities 
i» the organization. Personnel procurement and placement operations, in 


pa r ticular , need to be correlated with training and career development 
proems in order to create a framework id.thln which employees way perform 
s»»t effectively, in collaboration with other Agency offices, considerable 
effort roast be devoted to developing plans for an Ag sney career service, 
inv olving such elements as appraisal of employee perfonaance, and the 
identification end selection of personnel to participate in programs of 
Job rotation end training designed to aoepand the scope of their, knowledges 
and abilities in preparation for assuming increased responsibilities* 
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; PROGRESS REPOST 

/ PERSONNEL OFFICE 

/ 1 October 19SO — 31 December 1951 

* J 

I* . Concept 

/ ^ le operations of the Personnel Office have the aim of equipping 

the Central Intelligence Agency with a program of personnel adminietrm- 
tion in keepinr with the continuing need to obtain, develop and main tain 
an effective working force to carry on the Agency's objectives. The 
general purpose of the personnel program of the Agency is to contribute 
to effective management of the Agency's mission wherever the utilisation 
of its personnel resources are involved. To realise this purpose, the 
Personnel Office must operate as a atrong staff unit to give special 
attention to the development, interpretation and application of personnel 
policies, and must stimulate supervisory line officers to carry out sound 
personnel policies objectively end efficiently. 

The organization of the Personnel Office is patterned to make it 
possible for the Personnel Director and members of his staff to assist 
in the formulation and coordination of policies and procedures and to 
foster their application through continuous consultation with operating 
personnel and through providing specialized advice and assistance. Vith- 


in this general framework* the Personnel Office develops staffing objec- 


tives with operating officials} conducts a comprehensive program for 
recruiting candidates for all categories of Agency positions; undertakes 
careful screening of applicants to ensure most appropriate initial assign- 
ments; is responsible for sponsoring such in-service policies snd methods 

DOCUMENT NO. 
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as will brini about proper use of the skills and abilities of the 
i>ei*8on8 already employed by the Apeneyj procures and aeeit tm mili tary 
m'Botmel detailed from the Defense Department, and performs necessary 
admii dstrs v-ive work resultlnf from t os© assignments; pit ns and adminia* 
ters pro prams for position classification and wane establishment; provides 
sfcsj.t leadership for tne administration of an A pency career service 


pro-cram deaipnoo to wider, the scope of competence ant 3 abilities of career 
employees! provides employee coimselinr and welfare services; furnishes 
personnel testing services; plans and admird-wt -: . n non-operational skills 
traiixipf pzofvmm} perf orm* necessary employment recordkeeping aerations? 
conduct* each personnel studies a 3 are eerential to support operetta* 


prorrems ane: presents the Aferagr in liaison activities with the Selective 
barvice fcystew in connection with draft deferment problems affecting CJJ 
tiuployees, the Defense Department In connection with military* personnel 
oetaifed to the A.encv, the Federal lereoruxel Council, the civil ervice 
tfoisssission, the State Department, and the United States Employment Service 
isitw respect to matter* of cer samel policy and operations, particularly 
thoeie relating to recruitment activities, and with the iurea’i o’ employees 
Carapeneation in connection with compensation claims arising out of C1J 
tjsspla yrnentm 


Shat Has been Lon e 

There are summarised below the principal accomplishments of the 
Personnel Office durini; the report neriodi 

{1} Staffing <oals reflectin' actual, personnel requirements were 
eatablished and plans i or personnel recruitment drwm to 
accomplish these pools, depressed in numbers of new emloveea to 
we appointee from September l;'£l until June 30. l Ai, these 
jvXans o&b&Misji the foliowlnf quotr&ar 
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i.tc pro; pBssulikr . to -iiftair £h.e /rency *s KupoKer l’ecuircti.vjnt.?. 

. By ateratically six. a- gt'esBively tedded until, ewly ganss^f^ 
wOve.eTj even srwr to trls time prof-yeas wee race toward 
vacant uotitioir'S; as the followinr figures tfvwi 


25X1 



<nmei. a-. 


il rv,n?»tielly incra&WK quota 
x to toe Central intelli- enec 


25X1 

25X1 


■ • The ceiling on the n umber of such persons serving in 
this Agency was e xpanded froinf |(in effect October 19BoT to 
a ciurrent ioptl of | | 
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position vacancies in relation to aatoajrised personnel, allotments at 
•botIchw tines torroshout the period t 


total 

Authorised 


Per Cast 
of Vacant 

ftiMritiong 


October 1$^ 
January 15 Si 
April 1551 

Joly 1951 
Septosfcar 1551 



In it umb necessary to develop a personnel organisation 


«®jb 1 to the task of providiaf. personnel support and services to carry 
on me Agency mission* In **ay aspects the Afeney personnel prorr® 
defers from the general pattern of Covemsent personnel activity* Since 
the Agency*# position are excepted from toe Civil f*rv^* coapefcitive 
gjsbm, t he wrai» process is <S*ai?ned to locate personnel throarh 
channels outsit the Civil Service register ^ratcau Mary of the cate- 
(pries comprising toe Agency position structure repreesrt occupatioml 
fielda unique to the public service. The sensitive nature of the Agency's 
mission ant toe security ejects involved contribute to toe recroitm.nt 
problsB. The prospective field of applicants is greatly curtailed ty the 
te ste requirements *»ieb aust be observed before ary individual mj bo 
considered for mployment. The completion af.panonnd Mcarity check* 
involves so prolonged time lapses that many applicants accept position* 
aTnaiiitirrftj thus imllifyinr a considerable amount of recr-dtaiwnt effort* 


25X1 


5 
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Many candidates for employment are rejected for security reason*. Soch 
considerations at astra-haaardoue dirty, prcadalty to potential ensiles, 
lack of health and nodical facilities, inadequate living condition®, 
absence of educational and recreational facilities, and unfavorable 
climtes combine to make recruitment of adequately qualified personnel a 
difficult trek. The results of current studies disclose that in excess 
of 30 per cent of the applicant® for whom appointment processing is started 
fail to be hired either for security reasons or because of declination 
on the pert of the applicants. 

IV. Inherent in the magnitude of the task allotted to the €1A is the 

requirement of organisational effectiveness. Because such effectiveness 
la closely related to the caliber of employees, it was recognised that 
positive stops mould imvc to be easployed to develep a definite Agency 
csrear service concept. Essential to such a program is {!) a rscruitroent 
plan far locating candidates with special promise, (2) the means for 
Identifying employees in the Agency who have potential for further develop* 

Mot, (3) arrancaaents for Improving the knowledges and abilities of 
these persons through training, rotation and other erneri sneer, arc (k) a 
body of career benefit* adopted to develop individual incentive® and 
career g rou p identification. 

I?. How It .Baa Eden Bom 

All work connected with developing, locating, end drawing upon 
sources of personnel to keep the Agency staffed was consolidated under 
a single rocroitawnt leadership, there a total of employees bed been 25X1 

allotted formerly to carry an recruitment work, the staff was eiuareed to 

25X1 comprise positions. In order to increase individual productivity, 

recruitaent officers have been peraanently aee' f ned to prescribed geographic 
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areas j generally their assignments require concentration on specific occu- 
pational categories or Individual Agency organisational segments, New 
sources of recruitment are developed on a continuing basis. At present, 
the register of such sources (which are regularly contacted for general 
or specific recruitment needs) comprises 615 colleges and universities, 

135 vocational and trade schools, 2U0 trade and industrial establishments, 
and. 25^ other activities (government agencies, former OSS officials, etc.). 
Indicative of the enlarged recruitment activity is a comparison between 
the masher of applicant files set up during the periods lfo% camber l$k& 

through October 1950 and Hoveober 1950 through October IV 1 !: 

Koveraber 19h5 - October 1550 
Kovessber 1950 - October 1551 

Development of the career service program was initiated through the 
Director *® designation of a Career Service Ctensdttee of Agency officials. 


and the establishment of a technical staff in the Personnel Office. The 
Chief of this staff group serves as executive Secretary to the Committee; 
in addition, he provides general staff and coordinating leadership for 
career service activities carried on throughout the Agency. 

♦ Where We Once Stead 

Is the past the sise of the Personnel Office in the Central Intel- 
ligence Agency has generally reflected a concept of personml jriamg®*ent 
as a limited service function, existing primarily to locate workers and 
to process mplffjmtit papers. however, even to operate in vis limited 
role, the staffing of the Personnel Office had not been adequate to cope 
with the demands resulting from the expanding character of the Agency* « 


organisation. The skeleton Staff of personnel technicians had been so 
preoccupied with day-to-day operating pressures that little, if any. 



W)NPinfMT}^ 
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®Q*t competently* In collaboration with other Agency offices, c onaictftrafcle 



effort snurt be devoted to installing, the procedures through which the 
Agency career service program can function effectively* These procedures 


involve such aspects as appraisal of employee perf orrsaix - e, and the identic 


fixation and selection of personnel to participate is progrsais of job 


rotation and t r aini n g designed to expand, the scopes of their knowledge* 
and abilities in preparation far assuming increased, rosponsibilitie*. 

It will be necessary, also* to continue and to broa.de r; step® which have 
just been started to Inc or .xirate within the Agency personal. program 
general responsibility for personnel operation® pertaining to all types 


of deep cover personnel, other then .field agent* and indigenous employees. 
This extended responsibility will include such functions at recruitment, 
selection, compensation, employee benefits and separations* 
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